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METP Desk Aid 
Remember- 

 Status of the participant can change (Mandatory to Voluntary and Voluntary to 

Mandatory) 

 If an individual applies for food stamps today then comes straight to the office the 

ABAWD enrollment will not be in Toolbox 

 While service notes are important, you must ensure when a service is provided it is 

recorded appropriately in Toolbox 
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Enrolling an ABAWD 

 

 

 

 

 

 

 

 

 

 

1. Locate and open the Job Seeker 

record. 

2. Ensure the customer has a WIOA 

Adult Career enrollment. 

3. Customer should be showing a 

METP ABAWD in the possible 

enrollments area of the Seeker Info 

tab. 

4. Click on Employment Plan icon 
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5. Place a checkmark in the 

checkbox next to METP ABAWD 

6. Click on the Enroll button. 
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7. METP ABAWD now displays in 

the Actual Enrollments  
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Provide Services 
 

 

 

 

Appropriate services can be 9002 Seeker Services and/or employment 

plan services. A service note does not count! You must ensure a 

legitimate countable service is recorded on the employment plan 

and/or in the Services Provided area of Toolbox each time the customer 

is provided legitimate assistance.  
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8. In this example, I provide this 

participant two 9002 seeker 

services on 12-10-15. These 

services will be sent to FSD in the 

nightly batch, and will count 

towards the participant’s 80 hours 
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Enrolling a Voluntary 
 

 

 

 

 

 

 

 

 

 

1. Locate and open the Job Seeker 

record. 

2. Ensure the customer has a WIOA 

Adult Career enrollment if the 

individual is 18 or older. 

3. Click on Employment Plan icon. 
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4. Choose METP Voluntary from 

the List Of Values found under the 

category of  Other Potential DWD 

Programs  
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5. Place a checkmark in the 

checkbox next to METP 

Voluntary 

6. Click on the Enroll button 
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7. METP Voluntary now displays 

in the Actual Enrollments 
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Provide Services 
 

 

 

 

Appropriate services can be 9002 Seeker Services and/or employment 

plan services. A service note does not count!  You must ensure a 

legitimate countable service is recorded on the employment plan 

and/or in the Services Provided area of Toolbox each time the customer 

is provided legitimate assistance.  
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Using METP Specific Services 
METP Employment- Used when an ABAWD or Voluntary participant tells you they have some level of employment.  

METP Education- Used when an ABAWD or Voluntary participant tells you they are participating in education or training.  

METP Supportive Service (TRE)-Used to request payment for Transportation Related Expenses. This should be entered and 

closed the same day you wish to pay the TRE. 

METP Supportive Service (WRE)- Used to request payment for Work Related Expenses. This should be entered and closed 

the same day you wish to pay the WRE. 

METP Funded Training-Used when the participant is in training/education funded by METP.  
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Adding a Transportation Related Expense 

(TRE) 

 

 

 

 

 

 

 

 

 

 

 

1. Locate and open the Job Seeker 

record. 

2. Choose the Employment Plan 

icon 
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3. Select Employment Plan tab 
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4. Double click in the Objective 

field 

5. Click on the drop down arrow 

to display list of objectives 

6. Choose METP Services 
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7. Choose METP Supportive 

Service (TRE) from the listing 

8. Click the Select button 
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9. Click the Save button 
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10. Service is now saved to the 

employment plan 

 

NOTE: This service must be closed 

to request the payment 
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11. Double Click in the End Date 

field 

12. Choose the End Date (System 

will default to current date) 

13. Click the Ok button 

14. Double click in the Outcome 

field 

15. Choose Completed 

16. Click the OK button  
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17. End Date field is now 

populated 

18. Outcome field is now 

populated  

19. Click the Save button 
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20. Click OK on the popup 
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21. Enter the first date you wish to 

begin paying TRE for. 

 

Example: Customer began travel 

to and from work on 2-22-16 so 2-

22-16 would be the start date for 

this TRE payment so enter 2-22-16 

in the start field. 

 

22. End date field is the date TRE is 

being paid. 

23. Enter round trip Mileage for all 

days you are requesting payment 

for. Must be whole numbers no 

decimals are allowed 

24. Tab out of the field and 

Toolbox will calculate the TRE 

Amount 
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25. Click the Ok button 

26. Click the Save button 

 

  

 

25 

26 



DWD Technical Training March 2016 Page 24 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

27. Click the Ok button 
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28. METP Supportive Service 

(TRE) is now closed 
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NOTE:A service note must be entered 

each time you request a TRE payment 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



DWD Technical Training March 2016 Page 27 

 

Adding a Work Related Expense (WRE) 

 

 

 

 

 

 

 

 

 

 

 

1. Locate and open the Job Seeker 

record. 

2. Choose the Employment Plan 

icon 
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3. Select Employment Plan tab 
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4. Double click in the Objective 

field 

5. Click on the drop down arrow 

to display list of objectives 

6. Choose METP Services 
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7. Choose METP Supportive 

Service (WRE) from the listing 

8. Click the Select button 
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9. Click the Save button 
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10. Service is now saved to the 

employment plan 

 

NOTE: This service must be closed 

to request the payment 
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11. Double Click in the End Date 

field 

12. Choose the End Date (System 

will default to current date) 

13. Click the Ok button 

14. Double click in the Outcome 

field 

15. Choose Completed 

16. Click the OK button  
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17. End Date field is now 

populated 

18. Outcome field is now 

populated  

19. Click the Save button 
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20. Click OK on the popup 
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21. Enter the Amount of WRE 

payment 

22. Enter the Vendor from List of 

Values 

23. Enter the Expense from the List 

of Values 

24. Click the Ok button 
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25. Click the Save button 
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26. Click the Ok button 
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27. METP Supportive Service 

(WRE) is now closed 
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NOTE:A service note must be entered 

each time you request a WRE payment 
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Enrolling into METP Funded Training 
 

 

 

 

 

 

 

 

 

 

 

1. Locate and open the Job Seeker 

record. 

2. Choose the Employment Plan 

icon 

 

 

  

 

2 
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3. Select Appropriateness tab 
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NOTE: Answer the five questions. 

All answers must be Yes 

 

4. Is the customer unsuccessful 

through intensive services and is 

in need of training Services? 
YES 

 

Freeform example 

Customer is unable to find employment 

and is in need of training to make them 

more marketable to employers 

 

5. Has the customer explored 

grant resources and requires 

assistance beyond what is 

available through those grant 

resources? YES 

 

Freeform example 

Customer has been approved for a Pell 

Grant however it does not cover all the 

cost of training 

 

 

  

4 
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6. Does an evaluation of the 

customer’s skills, abilities, and 

Employment Plan indicate that 

they can complete training? YES 

 

Freeform example 

Workkeys test scores indicate the 

customer has the skills and abilities to 

complete the training. Training is in 

line with what the customer has 

expressed as their interest. 

 

7. Is the training program linked 

to employment opportunities in 

the local area? YES 

 

Freeform example 

The truck driving field is rated as A by 

MERIC and is increasing by 17.41%  
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8. Is the chosen training on the 

eligible provider list (if OJT does 

the employer meet the 

requirements to receive WIA 

OJT funds)? YES 

 

Freeform example 

State Fair Community College-Sedalia 

is a WIOA approved school that has a 4 

week truck driving program.  
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9. Double click in the Completed 

Date field to populate the current 

date 

10. Click the Save button 
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11. Pop up appears after save 

12. Click the Ok button 
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13. Select Employment Plan tab 
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14. Double click in the Objective 

field 

15. Click on the drop down arrow 

to display list of objectives 

16. Choose METP Services 
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17. Choose METP Funded 

Training from the listing 

18. Click the Select button 
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19. Choose the Save button 
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20. METP Funded Training service 

is now open. This service will stay 

open until the participant 

completes the training. This service 

is closed like any other 

employment plan service.  

 

Complete the Progress Training Tab 

 

21. Choose the Progress tab 
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22. Choose Training Programs tab 
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23. Enter Actual Start Date 

(current Date) 

24. Choose school the participant 

will be attending from the School 

Name drop down (you can only 

choose active schools) 

 

 

  

 

23 

24 



DWD Technical Training March 2016 Page 55 

 

 

 

 

 

 

 

 

 

 

 

 

25. Choose the training program 

from the Training Program drop 

down  

26. Choose type of certification 

27. Enter projected completion date 

into the Projected Completion 

date field 
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28. Choose Save button  
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29. Progress Training Program 
tab has been saved 
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Ending METP Funded Training 
 

 

 

 

 

 

 

 

 

 

 

1. Locate and open the Job Seeker 

record. 

2. Choose the Employment Plan 

icon 

 

 

  

 

2 
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3. Select Employment Plan tab 
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4. Double Click in the End Date 

field 

5. Choose the End Date (System 

will default to current date) 

6. Click the Ok button 

7. Double click in the Outcome 

field 

8. Choose Completed 

9. Click the OK button  
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10. End Date and Outcome fields 

are now populated 

11. Choose the Save button  
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12. Pop up appears after save 

13. Choose the Ok button  
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14. METP Funded Training service 

is now closed 

 

End training on Progress Training 

Program Tab 

 

15. Choose Progress tab 
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16. Choose Training Programs tab 
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17. Enter date the participant 

completed the training in the 

Actual Completion field  

18. If a certificate was obtained 

click checkbox for Certificate 

Obtained 

19. Double click in the Certificate 

field 

20. Choose the type certificate the 

participant received 

21. Click Ok button 
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22. Enter date the participant 

completed the training in the 

Actual Completion field  

23. If a certificate was obtained 

click checkbox for Certificate 

Obtained 

24. Double click in the Certificate 

field 

25. Choose the type certificate the 

participant received 

26. Click Ok button 

27. Click Save button 
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